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Job Aid: Self-Register in a Scheduled Offering

Purpose: The purpose of this job aid is to guide users through the step-by-step process of
locating scheduled offerings and self-registering using the Learning Plan, Calendar of Offerings,
and the Catalog. Each task below demonstrates a different method of registration.

Task A

Register from the Learning Plan
5 Steps

Task B | v

Register from the Calendar of Offerings
6 Steps

—

g

Task C | v

Register from the Advanced Catalog }

Search — 10 Steps
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Task A: Register from the Learning Plan
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Plan from the top menu.

1

Fersonal Career Organization

kS * Learning Plan = Learning Calendar = Current Registrations = Curriculum
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@© Locate the scheduled offering _
for which you want to register ;|-
and select the desired Action |
button. I ¥ ABC Laws and Regulations o Must be e Offering De

i

Ji Title . i
> i

registered
{| » Communication Skills for the b Must be

. R R R R A A A = LR R e
Click the Request Schedule
button if there is no scheduled
offering given at a convenient
time. Enter the date and
reason for the request.

On the Registration page’ E"";’k&éﬁéﬁé Scheduled Offerings 7T T T T T T T o - r
review the Available e i
Scheduled Oﬂ:erin IS and f|nd I§ 1 Jﬁu_l:jezr‘scfazooeswogo:EUAM JL;:feszcfazouegﬁuso:Eo EM - View Del

g i A /New York Al /New York é

the segment you prefer.

e

1 Jul/17/2006 09:00 AM Jul/17/2006 05:00 PM America/New| - 0.00 W
America/Mew York York

9 Click the Register button for i 1 i?ﬁ!ﬁiﬁ?ﬂiﬁ?ﬁi’w ¢;|rg£?fzuus 05:00 PM America/New| - 0.00 IR
the corresponding scheduled & — ?
. L equest Schedule
offering. e e e A A A A e e e

Click the View Details button
to view the description, exact
times and locations for each
segment of the scheduled
offering.

@ Enter any optional comments /N

% Introduction to Business Marketing Revised

in the Registration Comments % covase susox

5 Rewision: 2 - May/10/2006 08:00 AM America/New York

f|e|d Use th|s f|e|d for 3 Start Date: Jun/25/2006 09:00 AM America/New York

} End Date: Jun/26/2006 05:00 PM America/New York

Comments for the Instructor’ % Capacity: 0 enrolled, 0 waitlisted

i Price ($): 0.0

such as special needs.

User Name: Davis, Ryan C
Registration ENROLL (Enrolled)
Status:

§
i

{
9 C“Ck the Confirm button. Jﬁ Comments: d

¢ @ E
4
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Task B: Register from the Calendar of Offerings

Select Catalog = Calendar of
Offerings from the top menu.

Display the desired month by
using the Month of dropdown
or scroll through months using
the arrows.

OR

Click the Calendar Search
link to use a keyword search.

The subject area of the
scheduled offering and the
number of scheduled offerings
that are scheduled for that
day are displayed.

Subject areas may be color-
coded.

Click the Subject Area.

Review the offerings, select a
segment, and click the
corresponding Register
button.

Click the Start Time to view
the segment details of the
scheduled offering.

Enter any comments in the
Registration Comments field.
Use this field for comments
for the instructor, such as
special needs.

@ Click the Confirm button.
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Persaonal Learning Catalog Organization

e

= Browse Catalog * Calendar of Offerings = Simple Catalog Search = Advanced Catalog Searchj
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FC4Téndar of Offérings”

9 Below are the results of your search of the Calendar of Of‘feri@u can view the Calendar in a Mgr Weekly view.

b
H

?:, Month [E << < Month of: IJu\V - |2uus - -~ = Calendar Search Calendar Options|
by

Id calendar of Offerings

!

5

k] 1
<

!| Decision Making (1 Decision Making (1 Other (1 Offering) r
1? Offering) Offering) j
!

} 3
4 ]
B

)

£

Y

Environmental Health j
% and Safety (1 Offering) 1
P

L e e e e B B b b B B e i B e e b e

1

Y e e R — =,

Environmental Health
and Safety (1 Offering)

B R T S

T et e S e e T | S el e, 0

e T e e e e e e T e T e

{Calendar of Offerings ~

i .
{Below are the results of your search of the Calendar of Offerings. You can view the Calandar in a Monthly or Weekly view.

%Suh]E(l Area: |Enwmnmenta\ Health and Safaty;l
u

,% E E Day

|
i
H calendar of offerings i
]
i

< Offerings on Tuesday, July 4, 2006 = Calendar Search Calendar Options|

i
1 Subject Area .
;

Environmental Health and Safety) Emergency Response| Instructor Led -- Jul/4/2006 09:00 AM America/New York| 8 hours

=

<
S 0 Ao Rt e A e AR R e Rty 2, S 0 AR AR e e e o i A B by 2 B et B -

{oectio, |

¢ Emergency Response

; COURSE EHS-102

2 Revision: 1.2 - May/14/2003 12:00 AM America/New York

{ Start Date: Jul/4/2006 09:00 AM America/New York

% End Date: Jul/4/2006 05:00 PM America/Mew York

£ Capacity: 0 of 14 enralled, 0 waitlisted i

1 Price (§): 200.00

j Registration Comments

i
e User Name: Craver, Andrew L

} Registration ENROLL (Enrolled)

H Status:

{ Comments: |1 will record the course because my wrist is in a cast. No special equipment is needed, 1 will bring it.] ;I g
/ =

: R p—
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Task C: Register from the Advanced Catalog Search

€ Sclect Catalog > Advanced

Catalog Search from the top
menu.

Enter keywords to search for
in the Catalog’s Title,
Description or ID fields.

Refine the search by selecting
the desired Search for radio
buttons and checkboxes.

Enter any other defining
keywords for Subject Area,
Delivery Method, and Source.

Click the Search button.

Locate the Item for which you
want to register and click the
Add to Learning Plan button.

You will then register for the
offering from your Learning
Plan.

Click the Offering Details
button.

Click the Register button for
the scheduled offering in
which you want to register.

Click the View Details button
to view the segment details of
the scheduled offering.

'PLAT=AU 1'
i 4

Welcome Christina Coleman | Home | Search Catalog

Personal Learning Career Catalog Organi

i Browse Catalog = Calendar of Offerings = Simple Catalog Search = Adwanced Catalog Search

Lo boms e 8 ahfs _afhmrm e, AR Bt o e Bt m BT o S m e A e S et R A e B Bt o A on B e

VAdvaniced Catalog Search” i
F The Advanced Catalog Search page allows you to search the Catalog by specific Catalog fields. You can search the Catalog by Learning Items, Curriculum §
% and Scheduled Offerings.
3
H «evwords

Title: [Contains =] [marketing
3
; Description: [Contains & }
f ID: [Contains =
: i
| *

P WP P Y

Search Options
H
i Search for: & Al © Only Items € curricula € only Offerings
4
i M Instructor-Led ™ Online M Blended ™ Other (Select one or more)

5
{ Subject Area: [Contains 5] [human resources Select
; Delivery Method: [Contains = Se\ect;

£
H
v Source: [Contains =] j
;

T T St S S e TS S S S SRS v

1 4
5 Below are the results of your Search. Select an Action from the Action buttons or click the Expand icon to view the Scheduled Offerings available i
i for a Learning Item. You can refine your Search by clicking the Refine Search link at the top of the page.

¢~ Refine Search

{ Advanced

. Below are the results of your Search. Select an Action from the Action buttons or dlick the Expand ican te view the Scheduled Offerings available

§ for a Learning Item. You can refine your Search using the search form above.

[@l catalog Search Results

¥ Title .

} ¥ Introduction to Business Marketing Revised o - - G f
} EECEII
‘ Marketing and Business Administration ¥ = W
{

{ Learning Plan il

£ This page displays the complete list of the items specifically assigned to you based on your learning needs. The list includes items that you are
i required to complete on a recurring basis as well.

# Group Plan by: [None = Field Chooser
3

% [Expand All] [Collapse All]

e i

H
Si * Introduction to Business Marketing Revised =) Must be Off Dt e
5

registered

e
1

:
H

1

H

i

e e i e - = et o i e e
,{ - Avallable Scheduled foerlrlgs g
! Start .

3

i_ 1 Jun/26/2006 09:00 AM America/New | Jun/26/2006 05:00 PM America/New = w

‘? York York j
(] Julf17/2006 09:00 AM America/New | Jul/17/2006 05:00 PM America/New = 0.00 w

B York York

: [ Feoee |

j 1 Aug/7/2006 09:00 AM America/New | Aug/7/2006 05:00 PM America/New = 0.00 M

H York York J
3

{ * Request Schedule
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Q Enter any comments in the

Registration Comments field.

Use this field for comments
for the instructor, such as
special needs.

€ Click the Confirm button.

Plateau Learning
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2Introduction to Business Marketing Revised
{COURSE BUS101

jRevision: 2 - May/10/2006 08:00 AM America/New York
3 Start Date: Jun/26/2006 09:00 AM America/New York

5 End Date: Jun/26,/2006 05:00 PM America/New York
:\Capacitv: 1 enrolled, 0 waitlisted

f\Fri:e (%): 0.0

H Registration Comments

; User Name: Coleman, Christina L
Registration ENROLL (Enrolled)
Status:

i Comments:
¢ Q
; -
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